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1. Go to https://webapps.sanantonio.gov/fdr/ 

 

 
 

2. Board members must select “Assigned Logon ID” Option 
3. Enter assigned logon in  “Logon ID:” 
4. Enter pass1 in “Password:” 

5. Select   
 

6. On the Change Password screen 

 
 

a. Enter Current Password:  pass1 
b. Enter a new password (enter a five characters or more)  
c. Retype the new password you have chosen 

d. Select  

https://webapps.sanantonio.gov/fdr/�
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7. You will see the following page if password was successfully changed 
 

 

8. Press  to access your form 
 

 

9. Click on to access form 
 
10. The following screen will appear: 
 

 
Select Official 2011 
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11. The Financial Disclosure Report form will appear: 
 

 
The reporting period should read:  From January 1, 2010 To December 31, 2010 

 
12. The name of the board / boards should auto-populate 

 
 

13. The board member name will auto-populate.  If a spelling correction needs to 
be made, it can be done after the report is finalized with an amendment. 

 

 
 

14. Type in the answer, select the  button.  The answer moves below 
the window as shown below.  Follow the same instructions for multiple 
entries. 
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15. At the bottom of each page select  to go to the next page or click on the 
page number on the side menu.  

 
 

16. Fill out all fields.  If you have nothing to disclose type “NA” in each field. 
  

 
 

17. Your Legal Residence goes in (O): 

 
 

18. On the last page is the message regarding Public Disclosure Information.  You 
must make a selection for Consent for Release of Public Information (yes or 
no) for each of the following: 

 Home Address 
 Home Telephone Number 
 Family Information 
 Select the box indicating you have read the statement 

 



Financial Disclosure Report (FDR) Instructions 
 

Page 5 of 9 

 
 
19. Oath   

 Select box indicating you have read the statement 
 Type in your name 
 The date auto-populates 

 

 
  

20. You must click on  for the report to be submitted. 
 

21. If report was completed correctly, you will receive the following message:   
 

Report Submitted Successfully  
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22. If you need to add an attachment: 
a. Select attachment on the side menu 

 

 
 

 

b.  to select your file, type a description and click . 
c. You should get a message stating “Attachment Uploaded Successfully” 

 

 
Note:  A file that is open cannot be uploaded. 

 
23. If you wish to make an amendment once the report has been finalized under 

FDR Options:  select Home and then Amend next to the Official2011 
 

 
Note:  Amendments are allowed up until the due date only. 
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24. To view your previous years FDR, on the Home screen click on Official2010 

 
 

25. If you get an error message that reads:   
 

a. Pop-up blocked.  To see this pop-up or … 
 

 
 

b. Click on the bar with the message, and then select “Always Allow Pop-
ups” from the drop down menu. 

 

 
 

c. You will be asked to confirm that you want to allow pop-ups, select yes 
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26. When the form opens, you may get this error message and a blank form:  
 

Data from this site is blocked to avoid potential security risks.  If you trust this 
document, add the host “cosaweb” to Privileged Locations (in Enhanced Security 
preferences) to receive data. 

 
a. Select Options, then Add host to Privileged Locations 

 

 
b. The form with a reporting period of January 1, 2009 to December 31, 

2009 will now appear. 
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27. If a board member has forgotten their password and puts in an invalid one 
this screen will appear:  

 
a. Select “Forgot Password” user is prompted for UserID: 

 

 
 

b. An email will be sent to the email in the system with a new password. 
 

28. Please note:  There are known issues with Firefox.  Please use Explorer 
or Safari to complete/view FDR reports.” 

 
 


